
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HlSTORl APPLICATION FOR RECORDS RETENTION SCHEDULE 

Department of Archives and History. RHwds Management Division, 330 Capitol Avenui, Atlanta, Georgia. 30334. 

Alan White Coordinator 656-6319 

Action Rsqwrted 
a. 
b. 
c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede: 0 Void 
Dmes of Series 

g Establish Retention sd.ledule; record will continue to accumulate. 
Dispose of present accumulation; no further aceumulation anticipated. 

5. Recards Sam T i  lfollowed by title uoed in office; if different) 
arliest Latest 

I T~ D~~~ Due Process Hearing (P.L. 94-142) Files 
, Division and Office Function What i s  the function of the Division and the Office in which th is  record series i s  created? - 

The Federal h-ograms and Special Projects Unit allocates, distributes 
and monitors the federally funded education special programs grants and administers 
these programs in accordance with the State Plan for Exceptional Children and Youth 
and all applicable Federal/State statutes, rules, regulations and State Board of 
Education policies on special education. 

. R-d S r m  h i p t i o n  This file mntainr the following documents (incI& fm numbenand title% ifany): 
Attach samples of the file. 

Documentsrebtingto: maintaining a complete record of hearings and any related records he16 
at the local o r  state level, generally regarding unresolved differences concerning 
child evaluation and placement. 

medical reports, statements, written or tape recorded testimonies, educational 
evaluations, findings, recommendations and other related records and correspondence. 
(See W E  Reg. IDDFd3) Fdes of ap enled c a s e g  hare beer, removed m d  fransFerred to 

Indudedare: copies of local and state hearings evidence- from both parties in the form of 

9 "Stab Board -f Educsfm ~~~l~ F: P 85,  " =hedole no 7 4 - i Z I - A ,  approved 2 -25-81, franshrr;n 
records Go +he StaL Anhjres. 

FileiswranFd: chronologically by fiscal year; thereunder by hearing officer; thereunder 
chronologically . .  

. Wonthly Reference Rate How often are records referred to which are: 

One to six months old ; Seven to twelve months old ; lh i i een  to twenty-four months old 

twenty-five months and oldgr 7 
I. Anrival Ratc of Accumulation of RWnf'l 

Lettersin drawers , ; Legal4a drawers ; shclver ;other lrpecitvl 

1-50-71. Rev. 76 I O U 1  



(Ymatlon m t a 1  

1. Retention Requinmexts The following requires the nrier to be kept: 

3 years. a. State Law years. d. Audit period 
b. Statute of limitation years. e. Administrative need In Years. 
c. Federal bw 5* WXS. f. Federal retention instructions 5* years. 

Attach mpy (Y e x e r t  of laws gr regulations. Explain administrative need. 
These records are needed for 10 years to properly 
admikister the -hearing process as prescribed i n  

~~ 

*after completion of project for 
which grant was made. 

.~ - 45 C F R  lOOb.734 
- .~ .. ~ ~ 

. GA. Dept. of Education R e g s .  and Procedures; : 

~~ ~ 
- ~ -  .. -~ . .~ . ~~ ~ 

. - .  ~ 
- ~, .~ ~~ ~ 

~~ 

~~ 
~~ 

2. Approved Cljsporition ln~ructions ~1' -This ag&nfvrecommen+ *t e~fik series be cvt off at the end of eathi . ' ~ 

xhen, .~ . .  .~ ~ 

O-?atendar Year; l?3 Fi&I Yeir;. 0 OmeC .~ .~ ~ 

a Hold in the current files area month(s) 2 year(s);then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 

Transfer to State Archivesfor permanent retention. 
0 Other ISpecifYl 

yeark); then 
yur(s); then 

u pemoy. 
~ 

There instructions apply to all prior and f w e  aaumulationr of thc series. 


